Station/Branch Optimization and Consolidation User Guide

Process Flow

1) There are three roles — District, Area (read only) and HQ.
2) Request access through eAccess.
3) Loginto FDB. Access will be based on user role.
4) First time log in requires completion of Contact Information.
5) There are two options —
e Create an Emergency Suspension
» District role - Create an Emergency Suspension
» District role - Fill out forms for the suspension
» District role - Attach documents if needed PLEASE NOTE: All forms can be edited by clicking on the word icon.
Changes made should be saved locally, renamed ex.’ Es-Hq revised’ and then can be uploaded via the
Attachment functionality
» District role - Notify HQ
» Area — Read all forms in jurisdiction. No write access.
» HQ — Log the suspension, review/edit all forms.
e Create a Discontinuation and complete proposal.
» District role — Create a Discontinuation.
» District role — Complete all the forms from the various stages.
» District role — Save all forms as word documents, edit, make changes, upload as attachment PLEASE NOTE: All
forms can be edited by clicking on the word icon. Changes made should be saved locally, renamed ex.’ 4920
revised’ and then can be uploaded via the Attachment functionality
District role — Select coversheet for the proposal
District role — Select the paragraphs based on sections for the proposal.
HQ — Review/Edit all the forms
HQ — Review/Edit the Proposal
» Area role — Read all discontinuation forms and proposal in jurisdiction.
6) All — run report based on jurisdiction.
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7) Function/Role Summary
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ROLES
FUNCTIONS District Area HQ
Access Read/Write Read Only Read/Write
Create Contacts Read/Write Read/Write Read/Write
Create Emergency Read/Write Read Only Read/Write
Suspensions
Fill ES Forms Read/Write Read Only Read/Write
Review Forms in Word Read/Write Read Only Read/Write
Add Attachments Read/Write Read Only Read/Write
View Fact Sheet Read Only Read Only Read Only
Delete Record Read/Write NA Read/Write
HQ Functions NA NA Read/Write
Create Discontinuation Read/Write Read Only Read/Write
Fill DC Forms Read/Write Read Only Read/Write
Review Forms Read/Write Read Only Read/Write
Review Forms in Word Read/Write Read Only Read/Write
Add Attachments Read/Write Read Only Read/Write
View Fact Sheet Read Only Read Only Read Only
Delete Record Read/Write NA Read/Write
HQ Functions NA NA Read/Write
Select Cover Sheet for Read/Write Read Only Read/Write
Proposal
Create Proposal Letter Read/Write Read Only Read/Write
Reports Read Only Read Only Read Only
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Screen Shot Description
1.1 i Request Access After logging in to
eAccess, click on
Rl Application tab and type
Request Access for Myself FDB
Freq. Apps [Applications] Dist. Lists | Datal
Search for Applications
rod
1.2 | 'Freq. Apps TApplications) Dist. Lists | Datab Select Facilities Database
Search for Applications
Select a system from the list below
[Click the desired application to continue)
Facilities Database
Station Code Review
1.3 Choose Your Scope’ Area Select scope — for district
District - select District, for Area
Facility select Area and for HQ
Headguarters select HQ
QG )

[ SelectWalues ][

Femove Yalues
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Screen Shot Description
1.4 Choose Your Scope’ RAL User 2 Click on Select Values
RAL Adrministratar = and select area for area
Area role and for district role
Ea':'::'iw " 2 select area and then
Fadquarters = district. HQ has national
SelectValues Remove Yalues access.
District
1 Dependent Request Satup Information
Cptions displayed will depend upon Regquest Setup Info zelected
AREA (District)’ | Capital Metro (K) v
1.5 DiS’triC’t RGIESI Parce| Sehgct DiStriCt . SeleCt PODESS
Parcel Return Serices District = Coordinator
GG Coordinator District B District/Area/HQ. If user
FDB Coordinator District has access to other roles,
Fetail District hd . .
= add this new to list.
SelectWalues Femove Walues
FODESS Coordinator District
1.6

Please select your
DISTRICT®

Click here to Make Selection

Click on Click Here to
Make Selection for
district from the area
selected
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Screen Shot

Description

1.7

A eAccess: Search for Option Value --... rz|
“elAccess
Search for Option Value

Baltimore w || Select

Capital
Greater So. Carolina

Greenshoro

Mid-Carolinas
M Marthern virginia ov/ 4 Internet

Select a single district.
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Screen Shot

Description

1.8

UNITED STATES g
B POSTAL SERVICE. Facilities Database System

Help | FDE Coordinator Contacts List | Report Problems | User Guides | Emergency Suspension S0P

Welcome to Facilities Database System

() Facilities Database Lse the FDB application to update and view facility related infarmation.
ze the FSD application to locate secure LISPS facility data & manage

O Facilities Security Database suréeys. (™ reguires Facility Security Database eAccess reguest
and approval =)

) File Generator Wtility IJse the FGU application to generate custom data extracts.

Important Information

“Simile Logon” has heen Hotes:

implemented in FOBFSOVFGLL This

means that you will now use your s ‘four ACE passwaord is the password that you use to logon to your ACE waorkstation

ACE password - rather than your andioryour Gutloak email.

current FOB passward - to access

these systems. (You will continue to s Ifyou have recently received your ACE account and have notyet changed the

use your eAccess UID as your pARsSWord, you rmust change your password before you can use itto access these

Lagon IC) applications. You can change your ACE account password at

https:iacepasswoliLUSpS.go0y.

& [fyou must have your passwoard reset, go to iftps:/epassworireset.

Restricted Information Application Access

WARHING! FOR OFFICIAL USE OHLY

Thiz iz a US Government computer system and is intended for official and other authorized use anly. 1N agree to the terms in the
Unauthorized access or use of the system may subject violators to administrative action, civil, and/ior Restricted Information section.
criminal prosecution under the US Criminal Code (Title 15 USC £ 10307,

EEEE ] [

Enter Application

All info on thiz computer system may be monitored, intercepted, recarded, read, copied, or captured
and dizclozed by and to authorized personnel for official purposes, including criminal prozecution. Y 'ou Meed Access?

have no expectstions of privacy regarding monitoring of thiz system.
EETE T

Any authorized or unauthorized use of thiz computer system signifies conzent to and compliance with
Postal Service policies and their terms.

Type fdb.usps.gov in the
address url. Select
Facilities Database.

Check the Application
Access box.
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Screen Shot Description
1.9 N ||:a p | Enter ace user name and
Login ID: password.
Fassword: |"'"""| |*
Mote: Password is case-sensitive
1.10 " ; - FDB main page should
Post Office Discomtinuance & Emergency Suspension h hi dul
. ave this module
Enter the Post Office Discontinuance & Emergency enabled.
Suspension System
1.11 | o T First time users will be

Post Office Discontinuance & Emergency Suspension System prompted to Complete

Contact Information . .
: Contact information.

Contact Information

Contact Level:

Contset Type: | Preparer o

FirstHame:  |JgF | Middlemit: | | LastKame: S0ach

— | iimiamcowe 5
City: | “ TIP:

! E Flease complete the Corkact Information,

o O]

Login [2c goochx estricied Informatsn 06252005

Phone Humbern: |
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Screen Shot

Description

1.12 | Centactinformation The Contact type defaults
Fas p Select type if
Contact Information to reparer' ¢ ?C y_pe 1
Contact Level: needed. Save will bring
Contact Type: | Distnc: PO Review Coondmatar v: user back to llst Of
Contact TEfle: -I:'s:-'c'. Coordnator Contact Department: ;Eﬂ'- more District] Contacts Cllck on
First Hame: |t | Middie Init: | | Last Hame: |[Sooch Retul‘l’l
SAddress 1 | Address I ’
City: i | state; [Virgria | zip; [209E1
Phone Humber: | 7035020501 Fax number:
Restricted Information e —
1.13 Next screen should

Station and Branch
Suspension and Discontinuance

display the Station and
Branch Suspension and
Discontinuation button
enabled.
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Screen Shot

Description

DISTRICT — Emergency Suspension

UNITED STATES
B posTAL SERVICE.,

-t‘j_--‘ Facilities Database Syste

Return to FDB Help L
Post Office Discontinuance & Emergency SI.ISpEI'ISiOH System

List displayed will have
all active records —
Emergency Suspension
and Discontinuations in
user’s jurisdiction. List

Actions
[Ereate Emergency Suspension ] [ Create Discontinuance ] [ Record Search ] [ List Active Records ] [ Contacts ] will be ernpty if
there are no active
Active Records for Mid-America District records.
Record Type | ESDC Date | ZIP Code | Facility Name | state
Discontinuance |osmeizong |e10-0028 | Antiech | i
Emergency Suspension |oaizoizong |eez1zo9g2 | Brockidge | ks
Discontinuance |osmamong |esss4arss | Saint Robert Finance | i
Discontinuance | 1tiozizone |&s7esa9g2 | wanzant | i
2.1 [ Create Emergency Suspension ][ Create Dizcontinuance ] [ Lizt Active Fecords ] Contacts User has several options
2.2 Create Emergency Suspension Create Emergency

Search for Facility to Suspendl

[ ]

Facility ZIP
Facility Name
Facility Type

Branch

Finance Branch

Finance Station

Post Office Express [POE-Branch)
Fost Office Express [POE-Station]
Station

Suspension will allow
user to search for unit to
suspend by Facility zip,
name or type.
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Screen Shot

Description

23

_Tedle EMergency =Uspension

Search for Facility to Suspend

Facility ZIP |:| You may search onthe Facilty ZIP, Facilty Mame or Facility Type.
- Facility ZIP : Erter any portion of the 5 digit Facilty Physical Address ZIP

Facility Name | —
Facility Type Branch b | Facility Hame : Eriter any portion of the Facility Matme .

Facility Type : Select a Facilty Type to limit the search results ta.

o —

Search Resulis
Facility Hame |Facility Type | Address | city |state  [zIP s
Blue valley |Branch |12433 Artioe Ry Jovveriand Park k= |esz13-3988)—
Brockridye |Branch |a727 Antioch R Jcrverland Park s |ee212-9908
Desloge |Eranch |a01 M Desloge D |pesioge Mo |m3E01-353z
Eddvvardzville |Branch [104 = ath 5t [Ectvardzvile k= |es111-9998) .,

If type = Branch selected,
all branches in users’
jurisdiction will appear.
Clicking on one will
either start a new ES or
will alert user that there
is already a process in
place.

10
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Screen Shot Description
2.4 Emergency Suspension ES main screen.
Facility Information Most data is pre
oty Address: 2050 procns Fauy g vt ractystmee | racymwissraas | bopulated from FDB,
EAS Level: 26 Facilty County:[ | Th{s.scr.een dlspl‘ays
facility information,
Record Information record information and
Date of Suspension: I:l Record Type: Emergency Suspension record actions. HQ
HG Only Fields portion is disabled.
Record Status:
H} Log Date: l:l Record Close Date: I:l
Official Close Date l:l Actual Close Date I:l
Congressional Inguires Community Petition
Proposal Warranted Reason if Hot-Warranted
Initiated by (1) Intiated by (2)
Record Actions
[ Attachments ] [ Fact Sheat ] [ Delete Recaord ]
Forms List
ES-HQ - Motice of Post Office Ermerdency Suspension @
ROTOFF - Motice to Local Officials of Post Office Emergency Suspension ‘T—‘ﬂ
SUSLET - Motice to Custormers of Post Office Emergency Suspension ‘Eﬂ
2.5 | Emergency Suspension ) User must complete the

Facility Information
Facility Hame: Blue Valley
Faciltiy Address: 12433 Antioch Bd

EAS Level: 26

Facility Type: Branch |
Facility City: Overland Park |

Facility County: |Blus Walley

Record Infermation

£/9/2009

Date of Suspension: Record Type:

HO Onily Fields

data entry fields —
County and Date of
suspension. Click on
Save Changes.

11
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Screen Shot

Description

2.6 TP CODE  BE213 User can start filling the
ITEMMNO: 2 forms. First form is ES
LM TED STATES e HQ ThlS fOITn haS
POSTAL SERVICE several mandatory fields.
NOTICE OF POST OFFICE EMERGENCY SUSPENSION .
Save will enable the next
A. Suspended Office form.
Mame: Blue Yalley State: K3 ZIP Code: BB213-9998
Area: Western(4e) District: Mid-America
Cangressional District: 03 County:
Post Office EAS Grade: 26 Finance Mumber. 198357
Classified Station Classified Branch CRO Date CPO Established:
Effective Date of Suspension:
Justification (specific reasonis) for suspension):
Unsuitable curent Postal facility || Multiple selections may be made by dragging
Mo s_ui_tahle quarters ir community for Post Office Four mouse across items or holding down the
g:ﬁahtzlﬂga;e:lEwuﬂilﬁi?abb\llue[ﬁg;?h conditions v (Clel key while left clicking
2.7 Forms List After the first form is
ES-HQ - Motice of Post Ofice Emergency Suspension Last Update: 0609 complete, click on Save
MOTOFF - Motice to Local Officials of Post Office Emergency Suspension Cha}nges. The user can
notify HQ or complete
the next form. — Notoff.
This form is only enabled
after completion of ES-
HQ.
2.8 Record Actions When Notify HQ is
| SaveChangss | [ MotifyHO | | Attachments | | FactSheet | | Delete Record clicked, the message of
email notification
appears.
29 || SaveCharges | Saves all changes

12
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Screen Shot

2.10

Description

Microsoft Internet Explorer I'X|

! ':, eMail notification sent to Headquarters,

Notifies HQ

Ok
2.11 User can attach
documents by clicking on
Document List for Facility Blue Valley - Overland Park KS | Attachments button.
 Dscwttme  Ovwewbescgon  Domewipe (o orim
Delete P iy Facility Picture Picture Il?elfatzfes’(i?)r(l:?lglgllil;ltlon
can be attached.

[ Add Mew Document ] [ Cloze ] PLEASE NOTE: All
forms can be edited by
clicking on the word
icon. Changes made
should be saved locally,
renamed ex. Es-Hq
revised and then can be
uploaded via the
Attachment functionality

2.12 Isjsertcan generate Fact
eet.
2.13 [ Delete Record Clicking on this will
delete the record.
2.14 All forms, when

Last Update: 06/09/2009 ]

submitted will have a
Last Update date and will
be able to be generated in
Word. User will be able

13
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Screen Shot

Description

to save the form on
desktop, modify and
upload as an attachment.

2.15

Actions

[Ereate Emergency Suspensiun] [ Create Dizcontinuance ] [ Record Search ] [ Ligt Active Records ] [

Contacts

Active Records for Mid-America District

Record Type | ESDC Date | ZIP Code | Facility Name | state
Discontinuance |osieizo0g |Ea119-0008 | Antioch | o
mergency Suspension |osmoizong |EEz1z-0008 | Blue Valley | ks
Emergency Suspension | paczosz000 |sEz1z0002 | Broockidge | ks
Discontinuance |osmgizong | ESs24-3752 | Saint Robert Finance | o
Discontinuance | 11022002 |E57Es-0008  |wanzant | o

If user has notified HQ
and needs to fill out
another form, click on
the active record.

14
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Screen Shot Description
2.16 UNITED STATES ¥ e Fill the next form. This
B posTAL SERVICE. +, Facilities Database System | " captute the Last
Return to FDB T Update date. Third form
Post Office Discontinuance & Emergency Suspension System is enabled.

Emergency Suspension

Facility Information
Facility Hame: Blue Valley Facility Type: Branch Facility Area: Western(de) Facility District: Mid-&metica
Faciltiy Address: 12433 Antioch Rd Facility City: Crverland Park Facility State: K5 Facility ZIP: 6E213-0993

EAS Level: 26 Facility County:

Record Information

Date of Suspension: 0&/09/2009 Record Type: Emergency Suspension

HG Onily Fields

Record Status:

HG Log Date: I:I Record Close Date: I:I
Official Close Date I:I Actual Close Date I:l

Congressional Inquires Community Petition
Proposal Warranted Reason if Hot-Warranted
Initiated by {1} Intiated by (2)

Record Actions

[ Save Changes ] [ Matify HE ] [ Create Dizcontinuance ] [ Attachrments ] [ Fact Sheet ] [ Delete Record ]

Forms List
ES-HG - Motice of Post Office Emergency Suspension Last Update: 06092000 ]
MOTOFF - Motice to Local Officials of Post Office Emergency Suspension Last Update: 06/09/2009 B4t
SUSLET - Motice to Customers of Post Office Emergency Suspension E‘ﬂ
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Screen Shot Description
DISTRICT - Discontinuance
3.1 UNITED STATES 209 fpeg s Click on Create
Pl @ . .
POSTAL SERVICE. . Facilities Database Sy Discontinuance.
Return to FDB Help
Fost Office Discontinuance & Emergency Suspension System
Actions
[Ereate Emergency Suspensiun] [ Create Dizcontinuance ] [ Recard Search ] [ Lizt Active Records ] [ Caontacts ]
Active Records for Mid-America District
Record Type | ESDC Date | ZIP Code | Facility Name | state
Discontinuance |osraczonn |e1100008 | Antioch | b
Emergency Suspanzian |oaizoizone |EE21z0092 | Brookidge | ks
Discontinuance |osingizone |E5524-3752 | Saint Robert Finance | o
Discontinuance | 11032002 |657es0098 | vanzant | o
3.2 UNITED STATES 09 lagr User will be able to
' .
POSTAL SERVICE. $ Facilities Database System | ' by ip, name or
Return to FDB Help  Logout type of faCIhtY'
Post Office Discontinuance & Emergency Suspension System Select Facility Type =
Create Post Office Discontination Station and click Search
Search FORFacility to Discontinue
Facility ZIP I:l Yo may search on the Facilty ZIP, Facility Mame or Facility Type.
- Facility ZIP : Enter any portion of the 5 digit Facilty Physical Address ZIP
Facility Hame | —
Facility Type b | Facility Mame : Erter any portion of the Facility Mame.

Facility Type : SELECT a Facility Type to limit the search resufts to.
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Screen Shot

Description

3.3

FacilityziP | |

Facility Hame

Facility Type Station

v

“ou may search onthe Facilty ZIP, Facilty Mame or Facility Type.

Facility ZIP : Erter any partion of the 5 digit Facility Physical Address ZIP

ciode.
Facility Hame : Enter any partion of the Facility Mame.

Facility Type : SELECT a Facility Type to limit the search resutts to.

Search Results

Facility Hame |Facility Type | Address | city |state  |7zIP | jad
|&rtioch |Station |4810 e ivion R |Kanzas City Mo |s4113-3998 —
Argentine |=tation |3400 Strong &ve |Wanzas City |w= |61 06-99a0
Bannizter Ml |tation |5600 E Bannister R |Wan=as City Mo |s4192-1000
Boardwalk Square Station  |Station |6304 Mo Barry Rl |Kan=as City Mo |s4154-299s] o

3.4

Microsoft Internet Explorer

! ":, This Facility already has a Discontinuance in Process,

O

List of Stations will
appear on the screen.
Select the facility that
will be discontinued.

If there is an active
discontinuation, user will
get this message.

Select another facility

17
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Description

Screen Shot

3.5 Post OfficeDiscontinuation The main discontinuation
Facility Information screen will appear.
Facility Hame: Argentine Facility Type: Station Facility Area: Western(4e) Facility District: Mid-2America Comp]ete the County and
Faciltiy Address: 3400 Strong Ave Facility Ciby: Hanzas City Facility State: KS Facility ZIP: 66106-3330 Date Of Discontinuance
EAS Level: 24 Facility County: and click Save Changes.
Record Information User is now ready to fill
Date of Discontinuance: Record Type: Dizcortinuance the fOI’l’l’lS ?’S per the
HO only Fields stages. This screen has
the forms for the Pre -
Record Status: Case Status: Proposal/Investigation
HQ Log Date: Record Close Date: Stage
Official Close Date Actual Close Date
Congressional Inquires Community Petition
Proposal Warranted Reason if Hot-Warranted
Record Actions
[ Save Changes ] [ Attachmentsz ] [ Fact Sheet ] [ Create Field Propozal Letter ] [ Delete Record
Forms List:
Pre-Propozal/Inwvestigation w
4920 - PS Form 4920 - Post Office Closing or Consolidation Proposal - Fact Sheet i)
AUTHORI - Letter - Autharity to [nvestigate @
QICIMF O - Letter Reguesting Customer nformation "T!ﬂ
COMSURVEY - Community Survey Sheet )
HCRARMA - Highway Contract Route Cost Ahalysis Form @
RURALARMA - Rural Route Cost Analysis Form "T!ﬂ
ZIPELIMIMATION - ZIP ©ode Elimination Redguest Letter i)
CLCHE - Classified Station/Branch ar Cammuonity Post Office Discontinuance Checklist @
3.6 4920- PS5 Form 4920 - Post Office Closing ar Consalidation Proposal - Fact Sheet Complete all the forms.

Form 4920 is mandatory.
Information from this

18
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Screen Shot

Description

form is used to pre
populate other
forms/letters/proposal.

37 | FormsList: _ After forms in first stage

rernpnsllnvestlgatlnn W are completed, select
‘re-Proposal/|nvestigation

Commurity Input next stage from the drop
Fropozal \ down.
HO Trangrttal
Final Determination/Cloze-Out

3.8 Each form can be viewed

Attachments

Document List for Facility Blue Valley - Overland Park KS

Delete P gy Facility Picture Picture

[ Add Mew Document ] [Elu:use ]

in Word. If there is a
need to edit pre
populated data, the word
document can be edited
and saved locally with
the name of the form ex.
4920 Revised. This can
be uploaded as an
attachment by clicking
on the attachment button.
Click on Add New
Document, find the saved
version and upload.
Other documents can
also be loaded.

19
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Screen Shot

Description

3.9 Forms List: Forms of second stage —
Caommurity [nput w .
Community Input.
COMMEET S - Community Meeting Motification Letter - - Stations/Branches Upon completion, select
COMAMNA - Community Meeting Analysis next stage. Som.e forms
ROSTER - Community Meeting Roster are for Information
, , purposes only ex —
EEMOSLIS 5- Cover Letter - Bural Route/HCR Service o CRILVRoadside Boxton- services. welcome
Personnel Unit {Unit Mot Suspended) F l"k th t
GQROPTION - Questionnaire - Fural BoutefHCR Service to CRIUWFEoadside Boxton- Norn;s 1Ke de roster
Personnel Unit (Ofice Mot Suspended) ced some ata entry
RRUS - Cover Letter- Rural Route/HCR Senice to CBUIRoadside Bowhlan- and then will have to be
Personnel Unit (Unit Suspended) printed and namqs added
@SR - Questionnaire - Rural RoutelHCR Service to CBU/Roadside BoxMNon-Persannel manually. Form like
Linit (Office Suspended) questionnaires is to be
SERVICES - Post Office on WWheels printed as needed and
sent out to customers.
WELZOME - Welcome to Rural Delivery Service
QLUEDIS - cuestionnaire Transmittal Letter
CILEARA - Postal Customer Questionnaire Analysis
BLAREQLUE 5-Response to Postal Customer @uestionnaire - StationsiBranches
CBRUS - Cluster Box Linits and Meighborhood Delivery and Collection Box Linits
(HDCELS)
3.10 | Forms List: Next stage is the
Prapasal w Proposal — the index

IMDEX 5 - Official Record Index - StationsiBranches

form will have some
dates pre populated as the
forms are submitted and
there are others where
users can enter the dates.

20
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Screen Shot Description
3.11 | FormsList Next stage is the HQ
HO Transmittal bt Transmittal one. This
FOMTODIS - Record Transtnittal Letter frorm Post Office Operations Manager to District stage has the forms to be
Manader completed when study is
HOTRAMNS - Record Transmittal Letter from District to Headguarters ready for HQ review.
ACKMOW - Headguarters Acknowledgment of Receipt of Official Record The last form is to be
completed by HQ.
3.12 Forms List: Next stage is Final
Firal Determnination/Close-Out Determination/Close Out
NOTWARRANTED - Notice to Customers - Proposal to Discantinue Withdrawn All forms in this stage
, are to be completed by
POCHGEM - Postal Bulletin Post ©ffice Change Announcement Farm HQ
AMS - Letter of Instruction to AMS
CLOSEQFF - Motification Letter to District Personnel
CLOSE - Letter to post notice of closure
CUSTOMER - Mofification Letter to Custamers
4 | DISTRICT - Build Proposal Letter
4.1 | [Create Freid Froposal Letier | After district has
completed forms, on
main page click on
Create Field Proposal
Letter.
4.2 | Letter nformation Select the cover sheet
Select Cover Page: | CLBEC - Classified Branch to City Delivery v code from the drop
down.
4.3 Letter Actions Click on Save Letter Info

[ Save Letter Info ][ Wiew Letter ]

and then click on View
Letter. This is the first
page of the proposal.

21
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Screen Shot Description
4.4 The action selected will
appear. This is the cover
sheet for the proposal.
PROPOSAL TO CLOSE
THE ALBANY, CA
CLASSIFIED BRANCH
AND PROVIDE
CITY DELIVERY SERVICE
4.5 Proposal Paragraph List: Next to build the
|. RESPONSIVENESS T0O COMMUNITY POSTAL NEEDS  + paragraphs based on the

[I.EFFECT OM COMMUMNITY
lIl. EFFECT OM EMPLOYEES
[, ECOMOMIC S&VINGS

Y. OTHER FACTORS

V. SUMMARY

section — Each section
has several paragraphs.
User will pick the ones
that pertain to the action
of closure. All the form
data will be pre
populated in the
paragraphs.

22
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Screen Shot

Description

4.5

FIRST PARAGRAPH OPTIONS

ICLSH - classified station to highway contract route
ICLER - classified station to rural delivery

ICLEC - classified station to city delivery

ICLBEH - classified branch to highway contract route
ICLBR - clagsified branch to rural delivery

ICLBC - classified hranch to city delivery

ICLBCH - classified branch to contract branch
CLEMPO - Classified Station to Po Bowes Relocated

ICLEMPU - Classified station to npu

ADD TO FIRST PARAGRAPH IF APPROFPRIATE
CPTIOMN - aption of CBUs ar roadside boxes
FEBOX - delivery to roadside boxes

MBL - delivery to CHUS

NEW PARAGRAPH IF NEEDED

CBU - definition of cluster box unit

SCBLU - definition af CBL at 5 suspended office
MPLU - definition of & nonpersannel unit

NEW PARAGRAPH

SAFETY - huilding safetywhealth deficiencies; suspended office

COMSTAMT - constant workload; operational efficiency

EVICT - evicted by lessor suspended office
BLDG - building deficiencies; not suspended

LEASE - unable to negotiate acceptable lease; suspended

DECLIMES - declining warkoad
MEW PARAGRAPH
HES - office information; different hours on Saturday

SHRES - suspended office information; different Saturday hours

Each stage has paragraph
options. Select the
paragraph pertaining to
the situation. After
selecting paragraph, the
ext screen will display
the code and the
paragraph selected.

23
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4.6

Proposal Paragraphs

Paragraph Code fCLEC
Standard Paragraph Text {readonly)

The Postal 3Service iz proposing to close the Albany, CL Classified Branch and
provide city delivery service administered by the BEerkeley Post Office,
located 2.07 mwiles away.

Edit Paragraph

The Postal 3Service iz proposing to close the Albany, CL Classified Branch and
provide city delivery service administered by the BEerkeley Post Office,
located 2.07 mwiles away.

[ Return ][ Save

The first version is the
database version and
second is editable. This
enables users to make
changes if there the
standard language is not
correct. Clicking on Save
will save the paragraph in
the section. To delete,
reselecting the paragraph
and Delete button will
appear. Click and it will
delete the paragraph.

Save will save the
proposal for this facility
with all the changes
made by the user.

Return takes user back to
previous screen.

24
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Screen Shot Description
4.7 Proposal.
PROPOSAL TO CLOSE
THE ALBANY, CA
CLASSIFIED STATION
AND PROVIDE
HIGHWAY CONTRACT ROUTE SERVICE
. RESPONSIVENESS TO COMMUNITY POSTAL NEEDS
The Postal Service is propasing to close the Albany, CA Classified Station and provide delivery and retail services by highway contract route
Office, Ilocated 2.07 miles away.
4.8 Record Actions After all paragraphs are
[ Save Changes ] [ Attachments ] [ Fact Sheet ] E selected from all the
Delste Record sections, proposal is
ready for viewing. View
letter will bring the
whole proposal. To edit
and format, add page
numbers etc., save this as
a word doc. not htm or
html. Name the file,
make changes and to
upload, click on Return.
49 This takes user back to

main facility information
screen. Click on
Attachments and upload
document as revised
proposal. This modified
version is a part of this
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Screen Shot

Description

record.

Area

Return to FDB

Station and Branch
Suspension and Discontinuance

First time log in to
PODESS will trigger the
contact information
screen. Complete details,
save and user get the first
screen with the Station
Branch Suspension and
Discontinuance enabled.

52

Returnto FDB

Actions

Post Office Discontinuance & Emergency Suspension System

[ Fecord Search ] [ Ligt Active Fie-:curds] [ Feports

]

Active Records for Capital Metro Area District

Record Type | ESDC Date | ZIP Code | Facility Name | State
Discontinuance | |zoozo9998 | Anacestia |oc
Discontinuance |osmazooa |z1z150908 | Anington | mD
Discontinuance | | zoo0s-2012 | Aspen Hill | e
Emergency Suspension I |21225-QQQS IEIru:--:-kh,rn Curtiz Bay II'u1D
Discontinuance | |z1z40-1008 | Bwi Aiport | b
Discontinuance |ogrvzooe |z1zzeo007 | Catonsvill D) | mD
Discontinuance | |z1zze0008 | Catonsville | e
Discontinuance |ogrszo0n |21221.00028 | Essex | e

Mizrnnticgian e

| 2420/ 0000

| T oo

| pars

First screen will display
all the active records in
user’s area. User will
also have ability to
search for records by
facility zip, name or
status. User will also
have ability to run
reports.
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Screen Shot

Description

53

Record Actions

Clicking on any record

[ Attachments ] [ Fact Sheet ] will take user to all the
F;'";" L'S‘:Iﬂ - read only forms. Click on
- tigat b
reT Rt TEsaaen - the word documents to
- - i idati - bwl
4920 - PS5 Form 4320 - Post Office Closing or Consolidation Proposal - Fact Sheet ] see the forms.
AUTHORI - Letter - Authority to Investigate | Attachments and Fact
QICIMFG - Letter Reguesting Gustomer Infarmation | sheet can also be viewed.
COMSLURVEY - Community Survey Sheet ]
HCRAMA - Highway Contract Route Cost Analysis Form ]
RURALAMA - Rural Route Cost Analysis Farm ]
ZIPELIMIMATION - ZIP Code Elimination Reguest Letter ]
CLCHK - Classified StationiBranch ar Community Post Office Discontinuance Checklist ]
All functionality as
6 HQ district plus enter HQ
data.
6.1 H only Fields HQ Actions
Record Status: Qpen w Case Status: e
HO Log Date: Record Close Date:
Official Close Date Actual Close Date
Congressional Inguires w Community Petition
Proposal Warranted W Reason if Hot-Warranted W
6.2 Record Actions HQ Actions
[ Save Changes ] [ Attachrments ] [ Fact Sheet ] [ Wigw,/Edit Figld Propozal Letter ] [ Create HO Final Determination ]

Delete Recard |
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Screen Shot Description
From the main screen
7 Re port click on the Reports
button.
7.1 Station Branch Closing
F5-1: STATION BRANCH CLOSING SUMMARY REPORT Summary Report_ —
Selection screen
LS
Post Cifice: Branch —
Finance Branch e
Discontinuance Date: From:
T |
Area: | PACIFIC AREA[4F) v |
District: | 945 - Bay Valey v |
Report Format: EXCEL
[ Back ] [ Run Report ]
7.2

RS-1: STATION BRANCH CLOSING SUMMARY REPORT
For All Stations and Branches Facility Types

[ PACIFIC AREAMFY[1 [E [ [E [E

Report displays statistics
based on which stage the
discontinuance is. Report
also displays percent
complete.
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